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About the 

Facilitator’s Outline 



This training module contains a facilitator’s oudine designed to 
assist instructors as they plan and prepare to teach the material 
contained in this module. The outline provides overviews of each 
chapter which include: 

• Chapter goals to be accomplished by students. 

• Topics to be covered in each section. 

• Discussion questions to facilitate lectures and discussions and 

activities to be completed by students both in and out of class. 

These items are the same as those appearing in the outside 
margins of the facilitator’s edition of this module. The discussion 
and activity notes, and answers to activity questions, appear in the 
facilitator’s edition only - they do not appear in the students’ edi- 
tion. The text, however, is the same in both. In some cases, the dis- 
cussions and activities may have been abbreviated in this outline, 
but provide the same basic information as it appears within the 
context of the chapter. 

This outline can be used when planning lessons. It’s a good 
idea to read through the outline before using it for instruction in 
order to know what to expect and get a better sense of how the 
material is tied together. 

The content of this module is based on a training series piloted 
in 1994 by Hutchinson Technical College in Hutchinson, Minne- 
sota. Because of this, many references are specific to Minnesota’s 
school and social service systems. We encourage instructors lo- 
cated in other states to replace the Minnesota-specific information 
with information more relevant to their state. We hope that facili- 
tators will add their own experiences and stories to make this ma- 
terial “come alive”. 



Chapter 1 

Job Roles ^ Descriptions 

Chapter Goals 

Upon completing this chapter, students will be able to: 

• Identify and understand many of the roles and responsibilities 
associated with the position of paraprofessional in a school 
and/ or direct care facility. 

• Identify and understand many of the roles and responsibilities 
associated with the supervisor of a paraprofessional in a school 
and/ or direct care facility. 

Necessary Materials 

• Transparency 1.1 

• Overhead projector 

Section 1: Today’s Paraprofessional 



Topics Covered 

• Definition of a paraprofessional 

• Settings in which paraprofessionals work 

Discussion 1 

How is the role of the paraprofessional defined? In what settings 
do paraprofessionals work? 

Section 2: Roles and Responsibilities 



Topics Covered 

• Roles/ responsibilities of the teacher/supervisor 

• Roles/ responsibilities of the paraprofessional 

• The role of the paraprofessional in actual daily practice 

Discussion 1 

What are some of the roles and responsibilities of paraprofession- 
als and their cooperating teachers and supervisors? How can para- 
professionals and teachers work together more effectively? 

Discussion 2 

Discuss the three roles and responsibilities described in charts A, 
B, and C. Emphasize initiation and planning as the teacher or 
supervisor’s role; the role of the paraprofessional is to carry out 
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those plans. Explain to students that in order for paraprofession- 
als to understand their roles well, they need to understand how 
they interrelate with their supervisor. 

Activity 1 

A good example of an activity to relate “my role,” “your role”, and 
“our role” is “What is My Role as a Paraprofessional?”. Even though 
this exercise is based on an educational setting, all students can use 
it as a model for away to work out job roles with a supervisor. Have 
students use the questions and interview their current supervisor. 
If they aren’t currendy in a paraprofessional position, they should 
interview someone in a setting in which they are interested. 

Activity 2 

Students will analyze their job roles using the “Daily Schedule” 
form as a guide. Students who aren’t in a paraprofessional posi- 
tion should develop a schedtile they think is realistic based on their 
interviews. 

Activity 3 

Students will fill out the “Paraprofessional Skills Preference Inven- 
tory” and have a supervising teacher fill out the “Teacher Needs 
Preference Inventory”. Based on these two inventories, the stu- 
dents will complete the “Job Description for a Paraprofessional” 
checklist on page 10. Students should come to the next session 
prepared to discuss the job description they developed. 

Section 3: 

Characteristics of Successful Paraprofessionals 



Topics Covered 

• Characteristics of effective paraprofessionals 

• Desirable behaviors of paraprofessionals 

Discussion 1 

What characteristics lead to the success of a paraprofessional? 
What do supervisors see as desirable for paraprofessionals? 

Activity 1 

Students will complete these questions outside of class and be pre- 
pared to discuss them in class. Depending on the nature and size 
of the group, it may be better to discuss their answers in small 
groups. Have students share their answers with the class. 
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Chapter 2 

Description of the Work 
Environment 

Chapter Goals 

Upon completing this chapter, students will be able to: 

• Identify and understand the roles of key staff in school, voca- 
tional, and residential settings. 

• Demonstrate an understanding of the hierarchical organiza- 
tional structure of school, vocational, or residential environ- 
ments. 

• Demonstrate an imderstanding of the purposes of mzyor com- 
mimity based organizations and agencies that provide support 
to individuals with disabilities. 

Necessary Materials 

• Overhead projector 

Section 1: Working with School Staff 



Topics Covered 

• Regular classroom teacher 

• Special education teacher 

• Adaptive physical education teacher 

• Occupational/physical therapist 

• School social worker 

• Licensed school nurse 

• Psychologist 

• Building principal 

• Lead teacher 

• Certified classroom teacher 

• Department head 

• Superintendent 

Discussion 1 

Discuss with students the roles of the school staff listed here. Ask 
them for other vital staff members that are involved. Relate these 
roles and the paraprofessional’s role to the importance of team 
work discussed previously. 
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Section 2: Working with Residential 
or Vocational Staff 



Topics Covered 

• Occupational/physical therapist 

• Psychologist 

• Behavior analyst 

• Job coach 

• Qualified mental retardation professional 

• Program director 

• Medical professionals 

• Social worker/county case manager 

• Administrator 

• House/program coordinator 

Discussion 1 

Discuss with students the roles of the residential and vocational 
stafflisted here. Ask them for other vital staff members that are in- 
volved. Relate these roles and the paraprofessional’s role to the im- 
portance of teamwork that was discussed previously. 

Section 3: Where Paraprofessionals 
Fit into the System 



Topics Covered 

• Organizational structure of a typical school system 

• Organizational structure of typical residential/vocational set- 
tings 

Discussion 1 

Discuss with students the responsibility and authority of each per- 
son on both charts. The purpose of the charts is to give parapro- 
fessionals an overall idea of the scope of authority in a school dis- 
trict and a vocational/residential setting, how each is governed, 
and where the paraprofessional fits into each model. How do the 
individuals working in the school, residential, or vocational pro- 
grams (discussed in Section 2) fit into these structures? 

Activity 1 

Students will chart the hierarchy in their current or past work- 
places. Encourage them to obtain organizational charts firom their 
supervisors and compare them to they ones they make themselves. 
Have students bring their charts and share their findings during 
the next class session. 
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Section 4: Community Agencies That Support 
Individuals with Disabilities 



Topics Covered 

• The role of the Division of Rehabilitation Services 

• The role of the Department of Health 

• The role of the Department of Education 

• The Department of Human Services 

• Community mental health centers 

• Parent/ consumer advocacy groups 

• Non-govemmental organizations 

Discussion 1 

Discuss these ^encies and organizations and their purposes. Add 
any others that students feel are important Explain to students the 
roles and importance of these types of organizations in supplying 
support, funds and resources to schools, vocational, and residen- 
tial environments. 

Discussion 2 

Individuals with disabilities may not be eligible for or may not 
choose to access many of the support services described in this 
chapter. Who else can assist and support individuals in home, 
school, and community settings? Think of who you turn to for 
help and support in daily life. 

Activity 1 

Students will collect brochures and pamphlets on area ^encies 
that fit into the categories listed here and support individuals with 
disabilities and their families in some way. Ask them to call and/ 
or interview ^encies to find out what part they play in supporting 
individuals with disabilities in their community. Students should 
bring this information to the next session to share with others. 
They should ask for pamphlets or brochures for class members. 

Activity 2 

One or more agency representatives will come to class to discuss 
their ^ency’s role in supporting individuals with disabilities. This 
activity is strongly recommended as a way of giving students 
firsthand experience with agency representatives. Including sev- 
eral representatives a panel discussion would be appropriate. 
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Chapter 3 

Teamwork 

Chapter Goals 

Upon completing this chapter, students will be able to: 

• Describe characteristics held by effective team members. 

• Understand and describe the roles of team members who most 
commonly work with individuals with disabilities in a school, 
residential, and/ or vocational setting. 

• Identify and describe task, maintenance and anti-group func- 
tions of a team. 

• Identify and describe essential elements of effective teams. 

• Recognize and understand plans used when developing an in- 
dividualized services for individuals with disabilities. 

Necessary Materials 

• Transparencies - 3.1, 3.2, 3.3, 3.4 

• Overhead projector 

Section 1: What is Teamwork? 



Topics Covered 

• Purpose of the Team 

• Characteristics of effective teams 

Discussion 1 

What is the purpose of a team? Discuss the characteristics that must 
be present for effective teamwork. 

Activity 1 

Students will discuss situations in which they were part of a team. 
Have them identify ways the characteristics listed here were either 
present or absent from that team, and what impact that had on the 
team. 

Section 2: Who Should Be on the Team 



Topics Covered 

• Role of the individual with a disability 

• Role of the parents/ families 

• Role of the regular education teacher 

• Role of the special education teacher 
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• Role of the therapist 

• Role of the administrator 

Discussion 1 

Who are the essential team members you’re likely to work with in 
school, residential, or vocational settings? What are their individu- 
als’ roles? 

Activity 1 

Ask students what other staff members should be added to this 
team for adult service settings, or in settings with which they are 
familiar. 

Activity 2 

Ask students to prepare a chart of the team members and then- 
roles on the team in a site familiar to them for next session. 

Section 3: Functions of a Team 



Topics Covered 

• Explanation of task functions 

• Explanation of maintenance functions 

• Explanation of anti-group functions 

Discussion 1 

Discuss each of these task functions. Have students give examples 
of each. Relate team discussions to both education and direct ser- 
vice situations. Make sure students understand these are impor- 
tant functions for all members of the team to be aware of, regard- 
less of their position on the staff. 

Activity 1 

Students will come up with examples of teams with which they’ve 
been involved or familiar and that worked well together. 

Activity 2 

Students will share specific examples of the maintenance func- 
tions paraprofessionals have used in team situations. Tell stu- 
dents that these behaviors are also important when working one- 
to-one with students/ clients. Brainstorm with students how they 
can encourage others they work with to use these behaviors more 
frequently. 

Activity 3 

Students will give reasons they feel team members or co-workers 
engage in anti-group behavior. Ask for examples. Brainstorm ways 
to work with people with these types of behaviors. Ask students to 
relate times they have acted in “anti-group” ways and why. 
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Activity 4 

Divide the class into groups of eight to ten students standing in a 
circle. Direct each person to reach across the circle and hold the 
hand of the person across from them. Then, with the other hand, 
reach across the circle and hold the hand of another person. Make 
sure everyone is holding the hand of two different people, so the 
group is tied in a knot Tell the group that the object is to untangle 
themselves without letting go. How did they go about untangling 
the knots? What happened to the group as you began to untangle 
the knot? How did the group work together to untangle itself? 
What strategies did the group use to plan its untangling? What did 
you learn about solving complex problems in a group? 

Section 4: Essential Elements of Effective Teams 



Topics Covered 

• Interdependence: all for one and one for all 

• Individual accountability 

• Face-to-face interaction 

• Collaborative skills 

• Group processing 

Discussion 1 

Introduce these elements of effective teams and discuss them with 
the class. Discuss independence and interdependence and explain 
how important interdependence is in team efforts and how impor- 
tant accountability is on their job. Because they have to be so 
flexible and respond to many supervisors, it’s extremely important 
for them to devise a way to keep track of who said what about 
whom. Lead a discussion of methods to keep one accountable, 
(i.e., a weekly plan with each supervisor to be evaluated at the end 
of the week; a calendar for the month with assignments agreed 
upon, etc.). Encourage students to develop a small team concept 
whenever possible so the interaction can be more personal and 
face-to-fece. Explain the complex nature of collaboration and how 
difficult it can be without good communication. Stress the impor- 
tance of setting up a good communications network with all mem- 
bers or the team and all supervisors. Encourz^e the students to 
request time from their supervisors to regularly evaluate team ef- 
forts always asking, Ts what we are doing working for the client/ 
student? Are we all working together? Are we bringing in the para- 
professionals as an essential member of the team?” 
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Section 5: 'What Paraprofessionals Need to Know 
to be Effective Team Members 

Topics Covered 

• The job role of the paraprofessional on the team 

• The responsibilities of the paraprofessional on the team 

• Understanding the goals of team 

• Time commitment to participate on the team 

• Communicating with the team 

Discussion 1 

Discuss job roles, responsibilities, goals, time, and communica- 
tion, and the importance of each in the role of the paraprofes- 
sional in a team work situation. Encourage and allow discussion 
about these points. There might be a lot of discussion about how 
the paraprofessional doesn’t feel a part of a team and isn’t allowed 
to participate as an active team member. 

Discussion 2 

Brainstorm with the group some positive steps they can take to 
become more equal members of teams. Brainstorm ideas of how a 
paraprofessional can be a member of a team meeting when the 
meetings are held at times they cannot attend (i.e.: during bus 
duty, after or before hours). One solution could be for the para- 
professional to develop a written form with his or her supervisor 
to use to relay information about the individual being discussed 
that clearly addresses the paraprofessional’s concerns and experi- 
ences about the individual. 

Section 6: The Individualized Planning Process 
Topics Covered 

• The individualized planning process 

• The role of the paraprofessional in the process 

• The Individualized Education Plan 

• The Individualized Family Service Plan 

• The Individual Service Plan 

• The Individual Commtmity Support Plan 

• The Individualized Written Rehabilitation Program 

Discussion 1 

How are teams involved in individualized planning for students 
with disabilities? What plans are used to facilitate the individual- 
ized planning process? 
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Discussion 2 

Refer students to the sample lEP from the Minnesota Department 
of Special Education (see Appendix A) . Walk through the lEP, ex- 
plaining how it is filled out and by whom. Depending on the 
group, you may want to assign roles (parent, paraprofessional, psy- 
chologist, student, etc.) and role play the lEP process and fill out 
the lEP form. Emphasize that the lEP process is an example of 
team participation. Ask the students, “What are the pitfalls of this 
team process?” Discuss the issues related to paraprofessionals be- 
ing involved in the meetings. Allow students to air their feelings. 
Ask for some possible solutions. Relate the team process and the 
lEP format to the other individual plans listed. 



Chapter 4 

Legal Responsibilities 

Chapter Goals 

Upon completing this chapter, students will be able to; 

• Recognize and understand the laws that protect the rights of 
individuals with liabilities. 

• Understand the describe what information must be kept con- 
fidential when working with individuals with disabilities and 
their families. 

• Understand and describe the paraprofessional’ s responsibility 
regarding the abuse and neglect of children and vulnerable 
adults. 

Section 1: Laws that Protect 

the Rights of Individuals with Disabilities 



Topics Covered 

• TheRehabilitation Actof 1973 

• The Individuals with Disabilities Education Act 

• The Americans with Disabilities Act 

Discussion 1 

Why are laws such as IDEA and the ADA so importantfor individu- 
als with disabilities? How have these laws changed the way services 
are delivered in schools and in residential and vocational settings? 
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Section 2: Confidentiality 



Topics Covered 

• Guidelines for confidential information 

* Laws that relate to confidentiality 

Discussion 1 

Why is it important to keep information regarding the individuals 
and families with whom you work confidential? What is the role of 
the paraprofessional in keeping such information confidential? 

Activity 1 

Students will write a description of their organization/school 
district’s policy on how to handle confidential information. Stu- 
dents who are not currently in a paraprofessional position should 
contact a school, or agency and ask about their policy. This should 
be turned in and discussed in the next class session. 

Section 3: Abuse and Neglect 



Topics Covered 

• Physical abuse signs 

* Emotional abuse signs 

* Sexual abuse signs 

* Laws that relate to abuse and neglect 

• Characteristics of parents of abused or neglected children 
{Reading 1) 

• Vulnerable adults {Reading 2) 

Discussion 1 

Go over the physical and behavioral signs of abuse or neglect. Dis- 
cuss the difficulty in identifying abuse or neglect in situations in- 
volving persons with disabilities. For example, an individual who 
experiences behavior challenges may display many of the charac- 
teristics as part of the disability, or an individual with a physical dis- 
ability may fell often and have many bruises and scrapes. These are 
just examples to illustrate the complications of identifying abuse 
and neglect in individuals with disabilities. Have students discuss 
this and how to identify and report situations. 

Discuss the emotional dilemma and value issues involved in re- 
porting suspected abuse or neglect. Acknowledge how uncomfort- 
able it can be to be caught in the middle between parents, fami- 
lies, and reporting agencies. 

Activity 1 

Students will learn their organization/school district’s procedure 
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regarding abuse and neglect Students who are not currendy in pa- 
raprofessional positions should contact a school or agency and ask 
about their policy. This should be turned in and discussed in the 
next class session. 

Activity 2 

After discussing the signs of abuse, go through Reading 1: What 
Can I Do to Prevent Harm to Children?, which gives characteristics of 
parents of an abused or neglected child. Because paraprofession- 
als often have closer contact with families than others, they may 
be able to recognize situations that seem unhealthy or suspicious. 
Discuss this with the students. Explain how important it is for para- 
professionals to be knowledgeable about these characteristics in 
case they find themselves in situations that should be reported. 

■ Activity 3 

Refer students to Reading 2, “Vulnerability”, on page 45. Discuss 
the types of individuals this law covers and discuss the implications 
of this law for many of the individuals that students will work with 
in terms of their rights to protection. 



Chapter 5 

Communication 

Chapter Goals 

Upon completing this chapter, students will be able to: 

• Recognize and identify personal communications strengths 
and weaknesses. 

• Understand and describe barriers to communication and strat- 
egies to overcome them. 

• Understand and describe roles and responsibilities of parapro- 
fessional working with families in a school, residential and/or 
vocational setting. 

• Utilize a problem solving technique to work collaboratively to 
solve a specific work related problem. 

Necessary Materials 

• Transparencies: 5.1, 5.2, 5.3, 5.5 

• Video: Assertiveness Training for Professionals by Dr. Helena 
Rode 

• Overhead projector 
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Suggested Materials 

• Video: Stress in the Healthy Family, Delores Curran, Harper & 
Row, $84.95, 55 minutes 

• Video: Level loith Me: Honest Communication, Learning Seed, 
330 Telser Rd, Lake Zurich, IL 60047, cat 121VHS, 29 minutes 

Section 1: Basic Communication Strategies 
Topics Covered 

• Strategies for clear communication 

• Barriers to communication 

• Guidelines to consensus 

Discussion 1 

What elements contribute to effective communication? What strat- 
egies can paraprofessionals and their supervisors use to enhance 
their communication? 

Activity 1 

Have students draw a line down the middle of a sheet of paper. On 
the left write “my strengths”, and on the right, “my weaknesses”. 
Make a list of your strengths and weaknesses on the job, including 
your communication skills as you see them. Share this list with 
someone at work or a family member or fiiend. This assignment 
will be turned in and discussed in the next session. 

Discussion 2 

Students will read “Twelve Barriers to Commimication” and dis- 
cuss these barriers in work, social, and personal settings. 

Section 2: Communication Styles 



Topics Covered 

• Assertive communication 

• Passive commimication 

• Aggressive communication 

• Personal goal setting activity 

Activity 1 

Ask for volunteers to do the following role play, one taking an deg- 
ressive approach, one a passive approach, and one an assertive 
approach. The fourth will act as the supervisor who will react to 
these situations. After the role plays, discuss which method of ad- 
dressing the supervisor was the most effective. Encourage students 
to be assertive when resolving issues. 
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